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ROLE OF THE MENTOR 
 

MENTOR RESPONSIBILITIES 
 

1. Develop a collegial/professional relationship. 
 

2. Orient the new teacher to the district, to his/her school(s), and to building procedures. 
 

3. Gather necessary resources to assist the initial educator with planning efforts. 
Examples include: 

● Curriculum guides 
● Handbooks 
● Schedules 
● Target Assessments 

 
4. Provide professional contacts as needed for the initial educator to meet content specific and teaching 

strategy needs. 
 

5. Schedule an observation with the educator by the end of the first quarter. 
 

6. Discuss the teacher’s responsibilities and expectations in the school district. 
 

7. Establish a system of ongoing communication with the educator. 
 

8. Maintain confidentiality in the professional relationship. 
 

9. Share resources for professional development opportunities. 
 

10. Offer guidance as the educator creates and implements the Individual Professional Learning Plan (IPLP). 
 

11. Ensure that the mentor relationship and professional development plan process is separate from the 
formal employment evaluation process. 

 
12. Reflect on the year together and offer suggestions to improve the performance and mentoring 

relationship. 
 

13. Email monthly reflection to the superintendent with the updated checklist. 
 
 
 
 
 

 
 
 



  

MENTOR/MENTEE AGREEMENT OF CONFIDENTIALITY 

 
I understand and will fulfill my responsibilities as outlined in the North Gem School District’s Mentor 
Program. I hereby agree to keep all conversations and instructional feedback in regard to the 
mentor/educator program confidential. 

 
 



  

(mentor) & ________________ (mentee) working relationship: 

 

 
 

Ground rules for   and    

working relationship. Rules apply to both parties. 
 

 

 

 

 



  

 

Beginning of Year Educator/Mentor Checklist 
✓ Task Notes Date 

 Orientation 

 Mentor/New teacher orientation 
meeting 

  

 Establish meeting times   

 Familiarize with district and building 
calendars, web pages, etc. 

  

 Review the school year meeting 
schedule and add staff/PLC 
meetings to Calendar 

  

 Familiarize with technology systems 
and resources for support 

  

 Review handbooks and emergency 
procedures 

  

 Provide community information   

 Building 

 Tour--building, parking, key card, keys   

 Introduction to staff   

 Office procedures   

 Telephone procedures   

 Demonstrate use of building equipment   

 Sources of classroom supplies   



  

 Location of cumulative files   

 Lunchtime routine   

 Supervisory duties/procedures   

 Classroom 

 Assist with room preparation   

 Open house schedule, expectations   

 First day schedule, expectations, 
activities 

  

 Assist with planning first week of school   

 Locate and review textbooks, manuals, 
and curriculum guides 

  

 Locate teaching standards   

 Review effective teaching methods   

 Discuss lesson plan expectations – share 
with Mentor each week 

  

 Discuss teacher website or district 
website options 

  

 Discuss Google web calendar 
expectations and district 
Google doc for updates 

  

 Classroom schedule   

 Establish daily tasks and classroom 
procedures such as attendance, lunch 
count, recess, etc. 

  

 Review PowerSchool--student 
information, grading procedures and 
expectations 

  



  

 Review organizational systems for 
grades, homework, parent 
communication, etc. 

  

 Discuss organizing parent volunteers in 
the classroom 

  

 Discuss managing peer tutors in the 
classroom 

  

 Review technology use by students   

 Review Response to 
Intervention/Universal Screeners 

  

 Special schedules--Homecoming, 
curriculum half-days 

  

    

    

    

 

 
 

What Went Well?: 
 
 

 
Areas to Work on: 



  

September Educator/Mentor Checklist 
Mentor and new teacher may need more than one meeting this month. 

✓ Task Notes Date 

 Discuss importance of student behavior 
documentation (date, behaviors, action 
taken, personnel contacted) 

  

 Explain importance of recordkeeping, 
gradebook, attendance 

  

 Develop/implement classroom 
management strategies 

  

 Discuss curriculum, access to curriculum 
guides, importance of lesson planning 

  

 Acquaint new teacher with RTI 
(Response to Instruction/Intervention) 
teams 

  

 Special Ed. referral processes, IEPs, and 
other forms 

  

 Title I referral process and 
documentation 

  

 Discuss importance of documenting 
each student’s progress and 
behaviors. 

  

 Review services provided and referral 
procedures for Guidance/counseling 
/social worker/psychologist services 

  

 Documenting student assessment and 
progress reports 

  

 Acquaint with cumulative folders, test 
results, permanent records, medical 
alerts, legal flags, etc. 

  

 Discuss homework policies, makeup/late 
work procedures and policies 

  

 Discuss grading philosophy (what, when, 
how, why) and review recording and 
weighting data 

  

 Refine computerized grading systems   

 Help prioritize workload   



Areas to Work on: 

 

 

 Positive parent contacts   

 Discuss schedule for parent-teacher 
conferences and scheduling 

  

 Discuss supplementary tools, materials, 
books, resources, media center, etc. 

  

 Discuss procedures for students who 
enroll/withdraw during the school year 

  

 Share plans, related schedules/activities, 
field trip procedures 

  

 Aid with lesson planning   

 Help establish a substitute teacher 
folder 

  

 Go over emergency procedures for fire 
drills, lockdowns, etc. 

  

 Discuss special schedules/events for 
homecoming, assemblies, curriculum 
days, etc. 

  

 Discuss classroom expenditures 
procedures  

  

 Encourage new teacher to continue 
reflecting on teaching experience 

  

 Discuss grading schedules for quarter 
& semester 

  

 Assist with IPLP   

    

 

 

What Went Well? 



  

 

October Educator/Mentor Checklist 
✓ Task Notes Date 

 Address concerns of classroom 
management & discipline 

  

 Discuss procedures for 
parent-teacher conferences prior to 
scheduled dates 

  

 Discuss standardized exam policies 
& share sample tests in appropriate 
grade 

  

 Complete new teacher observation 
& offer feedback 

  

 Review items from the beginning of 
the mentoring process 

  

 Classroom observations of two 
other teachers 

  

 Discuss administrative observation, 
if one occurred 

  

 Review organizational & 
recordkeeping skills 

  

 Discuss end of quarter procedures.; 
assist the new teacher through the 
first report cards 

  

 Share information & process for 
professional development 
opportunities 

  

 Review grading philosophy and 
procedures 

  

    

 

 

What Went Well? 
 
 
 

   Areas to work on:  
 



  

November Educator/Mentor Checklist 
Share success stories & celebrate! 

✓ TASK NOTES DATE 

 Advise new teacher of special events, 
holidays, delayed opening & snow 
day/online learning procedures 

  

 Plan for mid-year Universal 
Screeners/Exams 

  

 Discuss end of quarter and semester 
procedures 

  

 Discuss procedures for monitoring 
student progress, failures, retention 

  

 Reflect on areas for growth   

 Discuss assessment techniques & 
recordkeeping skills 

  

 Prepare/discuss principal 
evaluation/observation, forms 

  

 Discuss any staff-program change 
procedures for the upcoming school 
year 

  

 Reflect on areas for growth   

    

 

What Went Well? 
 
 
 

Areas to Work on: 



  

December Educator/Mentor Checklist 
✓ TASK NOTES DATE 

 Discuss different learning styles   

 Discuss holiday expectations, 
policies, and planning 

  

 Discuss administrative observation 
if one occurred 

  

 Check in on classroom 
management & discipline 
procedures 

  

 Discuss evaluation policy for new 
teachers 

  

 Arrange for new teacher to observe 
one of mentor’s lessons 

  

 Plan mid-year target assessment   

 Review IPLP and begin working on 

portfolio  

  

 

 

What Went Well? 
 
 
 
 
 

Areas to Work on: 



  

 

January Educator/Mentor Checklist 
✓ TASK NOTES DATE 

 Discuss cold weather issues   

 Discuss end of semester 
procedures & start of new 
semester needs 

  

 Discuss budget needs for 
classroom 

  

 Discuss summer school teaching 
opportunities – library days, 
STEM, etc. 

  

 Discuss administrative 
observation and feedback 

  

 Encourage mentee to continue 
reflecting on his/her teaching 
experience 

  

 Portfolio progress   

 

What Went Well? 
 
 
 
 
 

Areas to Work on: 



  

February Educator/Mentor Checklist 
✓ TASK NOTES DATE 

 Encourage trying new things   

 Discuss updating/creating teacher 
website and Google/web calendar as 
needed 

  

 Plan for data sharing prior to spring 
assessments 

  

 Review policies & issues that relate to 
retention, failure of students 

  

 Encourage new teacher to contact 
parents in preparation for 
parent/teacher conferences 

  

 Classroom observations of two other 
teachers. 

  

 Begin discussions of possible student 
retention and procedures 

  

 Assist with completing Domains 1 and 4 on 
Teacher portfolio 

  

 

 

What Went Well? 
 
 
 
 
 

Areas to Work on: 



  

 

March Educator/Mentor Checklist 
✓ TASK NOTES DATE 

 Review parent communications   

 Review procedure for field trips   

 Review proper procedure for 
signing contract and following 
deadlines 

  

 Give suggestions for keeping 
momentum & interest at the end 
of the year for students & 
teachers 

  

 Continue discussions regarding 
student retention if applicable 

  

 Discuss progress on IPLP and 

completion of portfolio 

  

 

 

What Went Well? 
 
 
 
 
 

Areas to Work on: 



  

April Educator/Mentor Checklist 
✓ TASK NOTES DATE 

 Discuss state testing schedule 
and preparation 

  

 Plan for end-of-year Universal 
Screeners/Exams 

  

 Data interpretation review   

 Discuss specific student 
transitioning needs for next year 

  

 Encourage new teacher to write 
thank-you notes to parents/staff 
who helped make this year 
successful 

  

 Review plans for end-of-year 
student activities and field trips 

  

 

 

What Went Well? 
 
 
 
 
 

Areas to Work on: 



  

May Educator/Mentor Checklist 
✓ TASK NOTES DATE 

 Review plans for end-of-year 
student activities and field trips 

  

 Give suggestions for keeping 
momentum & interest at the 
end of year for students & 
teacher 

  

 Planning for end of semester 
and school year, failure notices, 
graduation 

  

 Review final grading procedures   

 Course planning for next year   

 Discuss specific student needs 
for next year 

  

 Organize classroom and plan for 
summer custodial 
requests/projects 

  

 Prepare for end-of-year 
checkout 

  

 Encourage thank-you notes to 
parents/staff 

  

 Discuss administrative 
observations and feedback 

  

 Discuss IPLP and possible goals 
for next year. 

  

 Reflect on the school year and 
note changes to make for next 
year 

  

 Provide feedback on mentor 
program 

  

 

What Went Well? 
 
 

Areas to Work on: 



  

 

 
 
 
 

To what extent and in what ways did the mentor program help you this year? 
 
 

 

 

 

 

 

 

 

 

 

 

 
 

Suggestions for improvements or change to the mentor program: 
 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

Additional comments: 
 
 
 

 

 

 

 



 

 

FACULTY FOCUS 
(Short, informal observations of other teachers) 

 
“Faculty Focus” is a term used with the Mentor Program of North Gem Schools. It is used to 

describe an event in which a new teacher visits a colleague’s classroom for a short period of 

time, 15 to 20 minutes. As a result of the visit, new teachers will complete this form to share 

with teacher mentors. 

 
New teachers will visit 4 colleagues’ classrooms during the school year. 

 
NORTH GEM SCHOOLS FACULTY FOCUS 

 
#1 #2 #3 #4   (Circle one) 

 

NEW TEACHER DATE     
 

TEACHER OBSERVED  TIME    
 

GRADE LEVEL * SUBJECT AREA    
 

 

Effective strategies I noticed: 
 
 

 

 

 

 
 

Some things I have questions about: 
 
 

 

 

 

 

 

 



 

 

FACULTY FOCUS 
(Short, informal observations of other teachers) 

 
“Faculty Focus” is a term used with the Mentor Program of North Gem Schools. It is used to 

describe an event in which a new teacher visits a colleague’s classroom for a short period of 

time, 15 to 20 minutes. As a result of the visit, new teachers will complete this form to share 

with teacher mentors. 

 
New teachers will visit 4 colleagues’ classrooms during the school year. 

 
NORTH GEM SCHOOLS FACULTY FOCUS 

 
#1 #2 #3 #4   (Circle one) 

 

NEW TEACHER DATE     
 

TEACHER OBSERVED  TIME    
 

GRADE LEVEL * SUBJECT AREA    
 

 

Effective strategies I noticed: 
 
 

 

 

 

 
 

Some things I have questions about: 
 
 

 

 

 

 

 

 



 

 

FACULTY FOCUS 
(Short, informal observations of other teachers) 

 
“Faculty Focus” is a term used with the Mentor Program of North Gem Schools. It is used to 

describe an event in which a new teacher visits a colleague’s classroom for a short period of 

time, 15 to 20 minutes. As a result of the visit, new teachers will complete this form to share 

with teacher mentors. 

 
New teachers will visit 4 colleagues’ classrooms during the school year. 

 
NORTH GEM SCHOOLS FACULTY FOCUS 

 
#1 #2 #3 #4   (Circle one) 

 

NEW TEACHER DATE     
 

TEACHER OBSERVED  TIME    
 

GRADE LEVEL * SUBJECT AREA    
 

 

Effective strategies I noticed: 
 
 

 

 

 

 
 

Some things I have questions about: 
 
 

 

 

 

 

 

 



 

 

FACULTY FOCUS 
(Short, informal observations of other teachers) 

 
“Faculty Focus” is a term used with the Mentor Program of North Gem Schools. It is used to 

describe an event in which a new teacher visits a colleague’s classroom for a short period of 

time, 15 to 20 minutes. As a result of the visit, new teachers will complete this form to share 

with teacher mentors. 

 
New teachers will visit 4 colleagues’ classrooms during the school year. 

 
NORTH GEM SCHOOLS FACULTY FOCUS 

 
#1 #2 #3 #4   (Circle one) 

 

NEW TEACHER DATE     
 

TEACHER OBSERVED  TIME    
 

GRADE LEVEL * SUBJECT AREA    
 

 

Effective strategies I noticed: 
 
 

 

 

 

 
 

Some things I have questions about: 
 
 

 

 

 

 

 

 

 

 



 

MENTOR OBSERVATION OF NEW TEACHER 

PRE-CONFERENCE OBJECTIVES 

Information obtained during a pre-conference will guide the observation. The new teacher will 
describe the purpose and intent of the instruction to be observed. 

 
The objectives for a pre-conference may be to: 

1. Build rapport and trust. 

2. Determine what the educator intends for the lesson. 

3. Discuss the mentor’s objectives for the observation 

4. Review the Visitation Form. 

5. Identify specific areas of instruction to be observed. 

6. Provide feedback regarding intended lesson plan. 

 

PRE-CONFERENCE QUESTIONS 
 

The following questions will provide a framework for a pre-conference discussion. 

 
● What are your instructional objectives for this lesson? 

 
 

● What curriculum outcomes are identified? 

 
 

● What type(s) of assessment is needed for this lesson? 

 
 

● What will you be doing during this lesson? 

 
 

● What will the students be doing during this lesson? 

 
 

● How will you know when the instructional objectives are accomplished? 

 
 

● What are your expected student behaviors? 

 
 

● How will you assure that student behavior meets intended expectations? 

 
 

● How will you differentiate instruction to meet the needs of all learners? 



 

Observation Notes (Mentor) 

Action Plan: (Mentor) 

Mentor Observation Sheet 
 

Date:    

Teacher:    

Observer:      

Class:    

 

 

 

 

 

 

 

 

 
 

 

 

 

Pre-Observation: What am I looking for? (Mentor) 



 

Observation 
 

Date:   Class being observed:     
 

 

Teacher:  Observer:     

 

Pre-Observation - 

What am I looking for? 

(Mentor New Teacher 

Observation Notes 

(Mentor and New Teacher) 

Action Plan - 

(New Teacher) 



 

MENTOR OBSERVATION OF NEW TEACHER 

POST-CONFERENCE OBJECTIVES 

A post-conference presents an opportunity to discuss and analyze the lesson observation. 
 

The objectives for a post-conference are to: 

1. Build rapport and trust. 

2. Provide recall of what happened during the observation. 

3. Provide collaborative analysis and problem solving strategies. 

4. Provide for continuation of effective teaching behavior through coaching. 

5. Support commitment to continued growth and change. 

6. Develop the teacher’s skills in self-analysis. 

 

POST-CONFERENCE QUESTIONS 
 

The following questions will provide a framework for post-conference discussion: 

 
● How did the lesson go? 

 
 
 

● What did you feel were some of the more effective parts of the lesson? 

 
 
 
 

● Did you achieve the objective you had planned? 

 
 
 
 

● What did you feel did not go as you had intended? 

 
 
 
 

● If you were to teach the same lesson tomorrow, what would you change or do differently? 

 
 
 
 

● Did you make any changes in the lesson as you taught it? How did you decide to make those 

adjustments? 



 

North Gem School District 

Mentor/New Teacher Collaborative Log 

Teacher Name:  Grade:  Subject:    

Mentor Name:    
 

⬜ Quarter 1 ⬜ Quarter 2 ⬜ Quarter 3 ⬜ Quarter 4 

 

✓ Check all that apply: ⬜ Observation ⬜ Demonstration Lesson ⬜ Providing Resources 

⬜ Development & Review of PDP ⬜  Veteran Teacher Observation ⬜ Reflection 

⬜ Problem Solving ⬜ Connect to IPLP Goals ⬜ Other     

+ What’s working: ⌖ Current Focus: 

 Teacher’s Next Steps: Mentor’s Next Steps: 

Next Meeting Date:  

 
Danielson Teaching Rubric 

 
Domain 1:  Planning and Preparation Domain 3: Instruction 

 
 

Domain 2: Classroom Environment Domain 4: Professional Responsibilities 



 

 

North Gem School District 

Mentor/New Teacher Collaborative Log 

Teacher Name:  Grade:  Subject:    

Mentor Name:    
 

⬜ Quarter 1 ⬜ Quarter 2 ⬜ Quarter 3 ⬜ Quarter 4 

 

✓ Check all that apply: ⬜ Observation ⬜ Demonstration Lesson ⬜ Providing Resources 

⬜ Development & Review of PDP ⬜  Veteran Teacher Observation ⬜ Reflection 

⬜ Problem Solving ⬜ Connect to IPLP Goals ⬜ Other     

+ What’s working: ⌖ Current Focus: 

 Teacher’s Next Steps: Mentor’s Next Steps: 

Next Meeting Date:  

 
Danielson Teaching Rubric 

 
Domain 1:  Planning and Preparation Domain 3: Instruction 

 
 

Domain 2: Classroom Environment Domain 4: Professional Responsibilities 



 

 

North Gem School District 

Mentor/New Teacher Collaborative Log 

Teacher Name:  Grade:  Subject:    

Mentor Name:    
 

⬜ Quarter 1 ⬜ Quarter 2 ⬜ Quarter 3 ⬜ Quarter 4 
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⬜ Development & Review of PDP ⬜  Veteran Teacher Observation ⬜ Reflection 
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+ What’s working: ⌖ Current Focus: 

 Teacher’s Next Steps: Mentor’s Next Steps: 

Next Meeting Date:  

 
Danielson Teaching Rubric 

 
Domain 1:  Planning and Preparation Domain 3: Instruction 

 
 

Domain 2: Classroom Environment Domain 4: Professional Responsibilities 



 

 

North Gem School District 

Mentor/New Teacher Collaborative Log 

Teacher Name:  Grade:  Subject:    

Mentor Name:    
 

⬜ Quarter 1 ⬜ Quarter 2 ⬜ Quarter 3 ⬜ Quarter 4 

 

✓ Check all that apply: ⬜ Observation ⬜ Demonstration Lesson ⬜ Providing Resources 

⬜ Development & Review of PDP ⬜  Veteran Teacher Observation ⬜ Reflection 
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Domain 2: Classroom Environment Domain 4: Professional Responsibilities 



 

 

MENTOR LOG SHEET 

 
Mentor  New Teacher  School Yr    

 
MONTH DAY ACTIVITY HOURS 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

  
TOTAL HOURS 

 



 

MENTOR LOG SHEET 

 
Mentor  New Teacher  School Yr    

 
MONTH DAY ACTIVITY HOURS 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

  
TOTAL HOURS 

 

 


